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Connected learning student resources | TAFE: 


This guide is one of several student resources created to help you get started with connected learning. 


We have two tips and tricks card to help "EVM ie B : - Fr ak eas 
you understand what you need before iiaaetabas Toe —s= 
; class and what to expect during class. 
tricks cards There is also a checklist available so that 
you come to the virtual class prepared. 


Tips and 


Your teacher will ask you to use 


different technology platforms to 


: ; | PVs [e) el ae ct ' ATs 
guides be required to use all platforms. There ot hg aint aca Sach me 


are three guides to help you access 
commonly used platforms. 





By signing in to your Office 365 account, you mea 


Office 365 will be able to access different useful apps. 
Microsoft Teams is one of them. To learn 


apps more visit this resource: a hh - a x a iy hm tea Ing 


httos://swav.office.com/db3aaFkBEvewxFDZ Start new Critioak Gneonve Word Excul PowerPoint OneNote == Share#oint aM 


Good afternoon 


ass 
Notebook 





Introduction 


What this guide will As part of your transition to connected learning, you may need to learn how to access 
help you with and use different platforms* including Microsoft Teams. This is a basic guide to help 
you download Teams. More information on connecting to your class is coming soon. 


*A platform refers to a type of software or digital program. Your teacher will decide on which platforms they 
will use and provide you with more instructions that are specific to your class. 










Download and 


Connect to your Interact with your 





access Microsoft sseeeees> Ape eee ae 
Mela 
[ll @ Qo EQ A >Chg 
Use a device to log in Navigate to your virtual Send messages and 
class and find files video call 
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1) Download and access 


Microsoft Teams 





Download and access Microsoft Teams 


There are two ways to access Microsoft Teams. 





1. Download Microsoft Teams on your device* 2. Log on using an internet browser 


OR 


A device refers to a computer, laptop, iPad/tablet or phone. Microsoft Teams should work on most 

We recommend you use the desktop version on a computer or internet browsers, however, we recommend 
laptop, however having Microsoft Teams on other devices as a back Google Chrome. 

up is useful if you experience unexpected technology failures. 


You will need your TAFE NSW email to log in. It should look like <username>@studytafensw.edu.au 


6 
Ws TAFE: If you are experiencing difficulties with accessing or Installing Microsoft Teams please call the TAFE NSW Student 
comment a Technology Service Desk on 131601. Select option 4 for Technology Support, then option 2. 


Download and access Microsoft Teams 


Download Microsoft Teams on your computer or laptop 


To follow this step you will need to 
@ products.office.com/en-us/microsoft-tearms/dewnload-sop Ww @ 0 be connected to the internet. 





BE Microsoft | Office Mcrosoft Teams Plans and pricin niscuices ~ \Dowstens Tena [enpormentes Al Microsoft» 0 

Open up a browser and type into 
the address bar: 
https://products.office.com/en- 


us/microsoft-teams/download-app 


Download Microsoft 
Teams on any device 


Connect on Teams anywhere with Windows, Mac, 90S and 
Android devices, or bring remote participants into meeting spaces 
of all sizes with Teams. 


It will lead you to the page shown 
above. Click on ‘Download Teams’. 
Your download should start 
immediately. 
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Download and access Microsoft Teams 


Install Microsoft Teams on your computer or laptop 





ee ian " * | After Microsoft Teams ha 
cee ae Completed the Microsoft Teams downloaded, open the installer and 
ares petty wnleale follow the step by step instructions 
Click the Finish button to ext the Setup Wizard. to install it. You can find the 
installer/Setup Wizard in your 
downloads folder. 
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Download and access Microsoft Teams 


Launch Microsoft Teams on your computer or lapto 








eee © Applications After the installation is 
Soe folders you viewed previously —— — SS «. e ; 
. oa US Fy * » complete, you will be 
Favourites able to see Microsoft 
@) AirDrop >. : 
bb» Teams in your 
=) Recents : =92 





Applications folder for 
Mac or your Programs 
folder on Windows. 


*: Applications 
| | Desktop 


Maps Messages Microsoft Excel 


f)} Documents 





ff fs § ee ee oe 





2 
[5] Shared ip Launch Microsoft Teams 
Downloads : : : 
© | : by clicking the icon. 
- Microsoft Microsoft Microsoft Teams 
[5 Creative C... 7 
OneNote PowerPoint 
Choud 
Locations we YS 
(©) Remote Di... 
Tags Microsoft Word Mission Control News 
@ Red 
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© Download and access Microsoft Teams 


Download Microsoft Teams on your iPad/tablet or phone | | _ 


To download Microsoft Teams on 
your iPad/tablet or phone, you 

, Mictosott Taam will need to visit the App Store if 
6 = My apps you are using an Apple iPad or 
iPhone, or the Google Play store 
if you using an Android tablet or 
phone. Use the search bar to 
look for “Microsoft Teams’. 


amen weoeen > Google Play earch 


microsoft tears © Cance 








Microsoft Teams 


Oarres > Microsoft Corporation Ousinees ee eer s 





Paymerit methods 
My subscription 
Hodeean 

uy gift card 

My wishiat 


My Play a livily 





Parent Guide 
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© Download and access Microsoft Teams 


Launch Microsoft Teams on your iPad/tablet or phone | | _ 


Once your download has 
finished, you will be able to see 
the Microsoft Teams icon with 
all your other applications. Tap 
on it to open. Once Microsoft 
Teams launches, you will be 
asked to sign in, please sign in 


using your TAFE NSW ernail. You will need your TAFE NSW email 


to log in. It should look like 
<username> @studytafensw.edu. 
au. Ifyou are experiencing 
difficulties with accessing or 
Installing Microsoft Teams please 
call the TAFE NSW Student 
Technology Service Desk on 131601. 
Select option 4 for Technology 
Support, then option 2. 





Applications on Apple devices Applications on Android devices 
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Log on using an internet browser 





To log on to Microsoft Teams using 

your internet browser™, type in 
https://www.office.com to the address bar. You 
will be asked to sign in using your TAFE NSW 
email address. Once you are signed in, you will 
see different Office 365 programs available to 
you. Click on Teams. 
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Download and access Microsoft Teams 


*Microsoft Teams works on most browsers but we recommend Google Chrome. 


Once you have clicked on Teams, a new 
window will open and you may be asked 
to sign in again, remember to use your 
TAFE NSW email address. You can also 
access Microsoft Teams directly by typing 


in https://teams.microsoft.com in the 


address bar of your browser. 


To learn how to download Google Chrome, see the next slide. 


% a 


Post a message in a channel to share your ideas 
Reply to someone else or Start a New COpMasatos 


UR i ee 


theekton mots ater 


ru 


When you sign in, you will land on this page with some 
tips provided by Microsoft Teams. If you would like to 
try out the tips, click on “Try it now”, otherwise click the 
X icon. 


ant 


Download and access Microsoft Teams 


How to install Google Chrome 


Follow these steps on your 
laptop or computer 


1. Open your internet browser and type this 
URL into the address bar: 
http://www.google.com/chrome 


2. You will land on the website you see to the 
right 


3. Click on ‘Download Chrome for Mac’, this 
might say ‘Download Chrome for Windows’ if 
you have a Windows computer. 


4. Your download should start immediately 


5. After it has downloaded, Open the installer 
and follow the step by step instructions to 
install the browser 


ails 
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Google Chrome 


Get more done with the 


new Chrome 


Now more simple, secure, and faster than ever 


Googles smarts Built-in 


Download Chrome for Mac 





Veit hy 





OQ 


Ww 








Connect to your class 


There are two ways you can connect to your class through a video call. 


1. Your teacher emails you a Teams Meeting link to 2. The Teams Meeting will be in your calendar on 
join the class on a video call Microsoft Teams 





* TAFE! 








okser F 1 a t) Vout Apri 2020 Working Weet 
Taylor Gardiner @ Taylor Gardiner ‘ei 13 14 15 16 17 
tanvtioning 19:4 To: Cert Ill Auslan Students 
Mr 
2 by 
° TAFE t 
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st 
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Join Microsoft Teams Meeting in 
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1. Your teacher emails you a Teams Meeting 


Co Nn Nn ect to yo U i C : a SS link to join the class on a video call 


Teams will launch when you click on the Teams Meeting link from the email 











2 0 
re Taylor Gardiner 
To: Cert Ill Auslan Students 
eo TAFE 
GM People and Safet | ‘= 
Join Microsoft Teams Meeting 
a ere Already have the Tearns app? Launch it now 

You teacher will email you links to your Teams Meetings. Check your TAFE Once you have clicked on the link, it will open this new window in 
NSW email by visiting https://outlook.office.com/ or by using the Outlook your browser and ask if you would like to open the desktop 
program on your device. Open the email and click on the ‘Join Microsoft application or Join the web instead. Please remember the desktop 
Teams Meeting’ link. application has more functionality than the web browser. 
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Connect to your class 


2. The Teams Meeting will be in your 
calendar on Microsoft Teams 


Join the video call from your calendar in Microsoft Teams 





Calendar 4 Mee now 
* | cute 


Apni 2020 


Leeuw | erhet 


lees 
— 


If you are logged in to Microsoft Teams, you can also connect with 
your class through the video call by finding the Meeting in your 
calendar. To do this, click on the Calendar icon on the left hand side of 


the screen. You will see Meetings that your teacher has invited you to 
in your calendar. 
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Ej} Cert i Ausian Che 


Tracking 


Alioe Sut 
aS Ye 
Oy 


If you click on a Meeting, it will open as shown above. To join the 
video call for the meeting, click on ‘Join’. Please remember that 
Meetings will be scheduled in your calendar for a specific time and 
date, if you join the Meeting at a different time and date, there will be 
no one on the video call. 
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Connect to your class 


Sign in to Microsoft Teams and join the video call 


Lata 





Sign in with your TAFE NSW account 


Adece Sut0 


Exarnple: sane_citizent 





Forgot your password? 


rave trouble logging in? 


Help for TAFE staff Help for TAFE students 


When you log on to Microsoft Teams, you may be asked to sign in with 
your TAFE NSW account again. Remember that if you see the screen 
above it will require your account User ID and not your full email. E.g. 
Alice.Sun10 not Alice.Sun10@studytafensw.edu.au. 
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emitter la 


If you have clicked the link from your email or from your calendar invite, 
you will automatically see the Teams Meeting come up on your screen. It 
will allow you to turn off/on your camera and microphone before you click 


on Join now’. 
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Connect to your class 


Some classes will have an additional space for posting messages and uploading files, this is called a Class Team. 
Your teacher will let you know if your class is using one of these spaces. This is how you will join it. 








° Join a tearm 
is} 
rr] 
Fry 
> how @ team with a code is CLX Community Services ~ . 

7 ae o Bry 

ri 3 
Once you are logged into Microsoft Teams, click on the Teams icon on the Once you see your Class Team appear, you will also be able to see different 
left hand side of the screen. If your teacher has created a Class Team, it channels that the teacher has created on the left hand side. Every Class 
may automatically appear or ask for a code. Your teacher may send you Team will have a General channel. You can post messages and 
this code or it may be on one of the flyers given to you. upload/download files in the channel. 
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= Interact with your class 
There are different ways you can interact with your class and your teacher using Microsoft Teams 


1. Through a group video call with the class 2. By posting messages in your Class Team 


Callam Pentecost 
o Sorry Shaz! 
© Allison Poole 
° Great idea! 








Type a new message 


G@Q@Be Qg- > 


a 


3. Direct messaging or calling one person 





fo Sharon Bicknell Chat 3 more 4: Oo © 
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Interact with your class 
Through a group video call with the class (also called a Teams Meeting} 


Moeting chat 





Once you have joined a group video call (Teams Meeting), you During the meeting, you can also open the chatbox by clicking 
can turn your video and microphone on/off during the call. Your on the chat icon. Your teacher may use the chatbox as another 
teacher will let you know when they want you to do this way of communicating during the class. 

throughout the lesson. 
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Interact with your class 


By posting messages in your Class Team 


Some classes will have an additional space for 
posting messages and uploading files, this is 
called a Class Team. If you teacher has set up a 
a ae Class Team, you can use this space to post 

CLX Community Services = a a sot messages and share files. 





Werner 


1. Click on the Teams icon on the left hand side 
eer of the screen, you will see the Class Teams 
| you have been invited to 


2. Under ‘Posts’ you can see the messages 
other students and teacher(s) have posted. 


3. At the bottom of the screen, you will see a 
bar that allows you to type and send 
messages, as well as attach any documents. 
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=) Interact with your class 


Direct messaging or calling one person 


t Irvin Sayers 


%~ > a 
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To direct message or call 
someone, you can type their 
name in the search bar or click on 
the new chat icon. 


Once you have typed their name 
and selected them, you will be 
able to send them messages using 
the message field at the bottom 
of the screen 


You can also call them using audio 
or video by clicking on the icons 
at the top right hand corner of 
the screen. 
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Need more support? Sr | TAFE? 


If you are experiencing difficulties with installing or accessing 
Microsoft Teams, or access to Connected Learning, please call the 
TAFE NSW Student Technology Service Desk on: 


® 131601 


Select option 4 for Technology Support, then option 2. 





Prepared by TAFE NSW 
Customer Experience Team 


Please send any improvements or inquiries about these 
guides to 


V6, December 2020 
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